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Guide to Vocational Centre/
Qualification Approval Form
We have designed this guide to support you through the approval process and answer 
any of  the questions you may have. Use the guide to produce a good quality application, 
that has all the evidence we need and this will allow us to approve you more quickly. The 
guide takes you through the approval process, how to fill in the form and provides some 
detailed guidance and example policies in Annex A. This is followed by a few helpful links 
for once you are approved. 

Good luck with your application and we look forward to working with you.

The Approval Process 

You should already have made contact with your Regional Account Manager who will 
support you through your approval application. If  not, please ensure you complete the 
expression of  interest form before proceeding. 

Once you have completed your application, send it to your Account Manager. The 
Account Manager will verify that the form has been correctly completed, the information 
is clear and any attachments required are present. It will then be submitted to the 
Approvals team who will arrange for a number of  checks. These are outlined below:

Qualification Approval
Each qualification that you apply for will be reviewed by a subject specialist, who will 
mainly look at the staff involved in the delivery, resources, assessment and verification of  
the qualifications as well as the assessment materials where appropriate. It is important 
that all requested supporting materials are provided to ensure a swift response. Please 
submit documents (Edexcel forms and your own supporting evidence), via email and in 
Microsoft Word format. You may also submit supporting evidence as an Adobe PDF 
document but try to keep the file size of  the email below 5 MB if  possible, as anything 
larger may be delayed or not delivered.

Centre Approval
To check the requirements specified in sections 3 and 4 of  the form we will ask a Centre 
Approval Officer to contact you and arrange a mutually convenient time to visit your 
premises. Further supporting evidence may be requested by the approval officer before 
the visit but generally evidence will be viewed on the day. Following the visit the approval 
officer will complete a report, on the same form on which you made your application, this 
will be sent on to our Approvals team.

2

Guide to Vocational Approval Form

http://pearsonwbl.edexcel.com/i-am-a/tp/Pages/Expression-interest.aspx


We aim to get back to you with an initial decision within 20 working days of  receiving a 
complete application. This will be heavily dependent on your ability to accommodate the 
centre approval officer on the date requested. 

Fast Track Approval 
If  you currently deliver QCF competence-based qualifications with another Awarding 
Organisation and wish to offer the same programmes with Edexcel we may be able to 
offer a fast-track process.

All you need do is complete the relevant parts of  the form and supply us with verification 
visit reports from the past 12 months from your current Awarding Organisation. We will 
also conduct a compliance check with your current Awarding Organisation but a centre 
approval visit will not normally be required.

Resolving Evidence Requests
Once we have visited your centre and your submission has been reviewed, the approval 
officer will email you requesting any further evidence that may be required for you to 
meet the approval requirements, with suggested timeframes for a response. When you 
respond please try to be as clear as possible on how you have addressed the reviewer’s 
concerns. If  you are unable to resolve these to the reviewer’s satisfaction within two 
attempts, your application will be escalated internally and we will contact you about how 
to proceed .

Please note that Edexcel has the right to refuse any approval application without giving 
reasons as to its decision.

The rest of  this guide will direct you through each section of  the approval form and assist 
you in producing a high quality application. 
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How To Complete The Form

Please confirm what are you seeking approval for: 

Please tick centre approval and the qualification types you require. Please note you 
are not able to apply for BTEC qualifications at Level 4 or above on this form. The 
application form required for Level 4 and above will be made available on our website 
early in 2011, please contact your Development Manager for further guidance on this 
process.

Section 1: Centre Details
Name of Edexcel representative supporting this application:   
The Edexcel representative will be a member of  the Work Based Learning team (typically 
your Regional Account Manager) and will be responsible for sponsoring your application 
and assisting you with the application process.

Has Centre Approval been declined or withdrawn by another Awarding Organisation: 
You must declare if  your centre has had an Approval application declined or withdrawn by 
Edexcel or another Awarding Organisation and provide the reasons why.

Centre/Organisation name and contact details: 
Please complete your contact details, including a full postcode and landline telephone/ fax 
number.

Centre Number: 
Centres approved to deliver Edexcel qualifications or qualifications from certain Awarding 
Organisation will have a unique centre number consisting of  5 numbers. If  you are a new 
Centre, please leave this box blank.

Website Address: 
Please provide the official website address of  your centre

Nature of business
Please confirm your nature of business: 
Let us know what centre type best fits your organisation.

Do you intend to work in conjunction with other centres: 
Please select ‘YES’ if  you work, or intend to work, with other centres/organisations in the 
delivery of  the qualifications you are applying to offer.  Please also provide further details 
of  any such arrangements
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Overseas Learners
Working with learners based overseas: 
Confirm if  you intend to recruit learners from overseas, this includes distance learning..

Resides: 
If  you selected ‘YES’ to the above question please confirm if  potential learners are based 
within the European Union or outside.

Licensed Tier 4 Sponsor: 
Please select from the drop down options and confirm your centre’s Tier 4 licence status.

Licence No & Details: 
Clearly input your Tier 4 Licence number as provided by the UK Borders Agency.

Section 2 (Centre Contacts)
Complete details for: 
Applicant – individual responsible for application

Examinations Officer – individual responsible for the administration of  learners

Quality Nominee – individual taking overall responsibility for Quality Assurance at your 
centre. Further details of  the Quality Nominee can be found in Annex A

Head of centre/Organisation – individual with overall accountability of  the organisation

Section 3 & 4 (Centre Recognition Criteria)
The requirements listed in Sections 3 and 4 will be the primary focus of  your centre 
approval visit. It is important that you have the evidence prepared and available on the 
visit. Below are the requirements with suggested evidence; Annex A gives further detailed 
guidance and examples of  good practice. We strongly recommend that you read Annex A 
before completing the application.
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Sections  
3 and 4

Centre Management Systems (see Annex A for details) Suggested Evidence 

3.2

1	 Internal Quality Assurance:
	 	 Centre has appointed a Quality Nominee.
	 	� The centre’s Quality Assurance Policy name that 

Quality Nominee.

2	 Health & Safety.

3	� Equal Opportunities. Edexcel expects all approved 
centres to maintain the highest ethical standards in 
relation to Equal Opportunities and the prevention of  
discrimination. 

4	� Special Consideration - The Centre should provide an 
explanation of  how, in practical terms, it would help 
learners with special assessment and/or learning needs.

1	� Quality Assurance Policy

2	� Health & Safety Policy

3	� For further information 
on equal opportunities 
and the Disability 
Discrimination Act, visit 
the Equality and Human 
Rights Commission 
website.

4	� Special consideration and 
reasonable adjustment 
Policy. 

3.3
The centre has deterrents and sanctions in place to 
minimise the risk of  malpractice.

There is a clear process in 
place to deal with suspected 
malpractice in an open, fair 
and effective manner.

Assessment Malpractice 
Policy.

3.4
There is a clear procedure for learners to enquire, question 
or appeal assessment decisions.

Appeals Policy

3.5

The centre has systems and documented processes in 
place to ensure that assessment remains fair, effective and 
current.

	� The assessment of  the whole programme must be 
planned and monitored to ensure that all of  the units 
are assessed. This is usually completed by a Programme 
Manager. 

	� The assessment of  individual units is the responsibility of  
the Assessor (that is, the teacher). 

Assessment Policy

3.6 and 
4.7

The centre has enough qualified and competent staff to 
deliver and assess the award.

The centre has enough qualified and competent internal 
verifiers to scrutinise assessment outcomes.

There is a mechanism in place to feedback from learners 
and internal verification decisions, in order to support staff 
development.

Staff detailed in Section 8.

CVs for all staff involved in 
each programme.

Internal Verification Policy.

Sample feedback forms.

3.7
The centre agrees to provide Edexcel and the qualifications 
regulators access to premises, people and records, and to 
cooperate fully with Edexcel’s monitoring activities.

Declaration 
acknowledgement.
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Sections  
3 and 4

Learner Support (see Annex A for details) Suggested Evidence 

3.8 and 
4.1

Recognition of  Prior Learning is a method of  assessment 
[leading to the award of  credit] that considers whether a 
learner can demonstrate that they can meet the assessment 
requirements for a unit through knowledge, understanding 
or skills they already possess and so not need to develop 
through a course of  learning.

See Annex A for details

3.9
Centres must demonstrate how they will screen applicants 
to ensure they are suitable and can undertake their intended 
programme successfully.

Details of  the arrangements 
for registration as well as 
centre plans for learner 
induction.

4.0

The centre has enough resources available to support the 
expected number of  learners.

A clear plan and timeframe outlines any additional resources 
the centre needs to procure.

CVs of  delivery staff. 
Details of  qualifications 
specific resources such as 
workshops and specialist 
equipment.

A plan for the procurement 
of  new resources

Sections  
3 and 4

Centre Records & Systems (see Annex A for details) Suggested Evidence 

4.3 and 
4.5

The centre can securely keep records and send learner 
details and assessment outcomes securely to Edexcel.

The centre’s Registration & Certification Policy contains a 
security statement.

Security statement 
present on Registration & 
Certification Policy

4.4
The centre must have a process for obtaining a unique 
learner number (ULN) and learner record for each learner, 
unless the learner chooses not to have one.

Evidence of  access to the 
Learner Register

4.6

The centre must have systems to track the progress of  
learners towards their target awards.

	� The Assessor is responsible for tracking the assessment 
criteria achieved by each learner. 

	� It is good practice for the Programme Manager to track 
unit achievement overall. 

	� Your centre is responsible for ensuring that assessment 
and internal verification records are kept for three years 
after certification.

Sample Learner Record

Sections  
3 and 4

Centre Resources (see Annex A for details) Suggested Evidence 

4.8
Centres must provide evidence of  sufficient available 
resources with particular attention to the need for specialist 
resources.

Details of  qualifications 
specific resources such as 
workshops and specialist 
equipment.

Guide to Vocational Approval Form

7



Sections  
3 and 4

Internal Verification Strategy (see Annex A for details) Suggested Evidence

4.9

The centre must provide evidence of  how it will document 
internal verification. It is important that each stage of  
internal verification is documented to leave a clear audit 
trail.

Internal Verification Policy

The Centre Recognition Criteria are drawn from the Regulatory arrangements for the 
Qualifications and Credit framework, 2008. Evidence will need to be submitted or seen 
against each criterion.

Section 5 (Qualification Details) 
Use this to list all programmes you are applying for (BTEC, NVQ and SVQ)

Type – Use drop down options to select the type of  programme you are applying for 
(NVQ, SVQ or BTEC)

Qualification Title – The full title of  the programme you are applying for.

QAN Code – Qualification Accreditation Numbers Please enter an accurate QAN code 
(can be found using Register of  Regulated Qualifications).

On-screen Testing – Indicate if  the qualification you wish to offer is on-screen tested. If  
so you will need to complete the Onscreen Testing Form on our website to facilitate the 
installation of  the required software.

Level – Level of  programme you are applying for.

Proposed Learners – How many learners you intend to recruit/ train over the next 2 
years.  Please note that if  you fail to register learners on a programme within two years 
approval will be withdrawn.

Start Date – Month and year you intend to start the programme.

Section 6 (BTEC Apprenticeship)
Use this if  you intend to offer Apprenticeships

Apprenticeship title – There are many different types of  Apprenticeship available, please 
make it clear which you require through the Apprenticeship title and components.
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Section 7 (NVQ/ SVQ/ Apprenticeship Fast Track Approval)
Use this if  you are seeking  Fast Track programme approval – you will be required to 
provide evidence

Type – Use drop down options to select the type of  programme you are applying for.

Highest Level Offered – Highest level you are currently approved to offer.

Current Awarding Organisation – Awarding Organisation you are currently approved 
with.

Direct Claim Status – Do you currently hold Direct Claim Status and wish this to 
continue with Edexcel (evidence will be required)

Apprenticeship Declaration – Should you be applying for fast track apprenticeship 
approval please confirm you have in place qualified staff and provisions to deliver the 
BTEC Technical Certificate/s.

It is important that you include with your submission an External Verifier report dated 
within the previous 12 months for each sector of qualification you wish to gain fast 
track approval for. This should be the most recent External Verifier report.

Section 8 (Delivery Staff details)
This part will need to be completed to confirm you have staff in place that are competent 
and qualified for the programmes for which you are applying

Name – Confirm name of  staff member/s

Qualification(s) responsible for – List programmes for which named person will be 
responsible

Assessor Q/WT (NVQ/ Apprenticeship/ SVQ Only) – Does named person/s already 
hold or is/are working towards a nationally recognised assessor qualification to assess 
NVQ(s)/SVQ(s)? You will be required to have at least two qualified assessors per 
programme (One assessor can also be an IV, see below)

IV Q/WT (NVQ/ Apprenticeship/ SVQ Only) – Does named person/s already hold or 
is/are working towards a nationally recognised qualification to internally verify NVQ(s)/
SVQ(s)? You will be required to have at least two qualified IVs or one qualified and one 
working towards a qualification.

For each NVQ/SVQ programme for which approval is sought, there should be two 
qualified assessors one of  whom may also be a qualified IV.  There should be two IVs, one 
of  whom should be a qualified IV and one of  whom may be working towards qualification, 
with an identified target date for completion.  That is a minimum total of  three personnel. 
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Employer Direct (NVQ/ Apprenticeship/ SVQ Only) – Some NVQs will allow 
experienced staff who do not have Assessor qualifications, to act as assessors. A full list 
of  SSCs (Sector Skills Councils) that allows this is available from your account manager.  
Edexcel will train these staff/centres, more information is available from your account 
manager.

Authenticated Certificates – Please confirm that each named person has original 
qualification certificates available for authentication during visits (these will need to be 
stored for future viewing)

CV – You need to attach a Curriculum Vitae for all named persons which demonstrates 
that each individual meets the occupational competency requirements.

Staff Development Plan – Centres must provide appropriate training and development 
opportunities to enable staff delivering programmes to meet their responsibilities and gain 
a common understanding of  the relevant standards and other requirements.  Records of  
sector related staff development must be retained and provided to Edexcel if  requested

Countersigning Arrangements (NVQ/ Apprenticeship/ SVQ only) – Any Assessors/
Internal Verifiers working towards a qualification need to have their decisions 
countersigned by a qualified Assessor or Internal Verifier.  Countersigning means that 
assessment and verification decisions are checked, validated/confirmed and signed by 
a qualified Assessor or Internal Verifier.  The details of  such arrangements should be 
included here, if  applicable

Section 9 (Qualification Criteria)
Where possible the individual conducting your centre approval visit will also check your 
ability to offer the specific qualifications you are applying for. This will not always be 
possible so your application may need to be sent to several different subject specialists. 
As such it is important that if  any requirements within Section 9 are specific to a certain 
qualification this is clearly highlighted.
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Section 9 Resources/ Assessment/ Quality Assurance Suggested Evidence

9.1
Staff involved in the assessment process have the 
appropriate experience and expertise to deliver the 
qualification

This will be evidenced 
through the CVs

9.2

Please provide evidence of  physical resources available to 
support the delivery and assessment of  the qualification 
e.g. IT, learning materials, teaching rooms and specialist 
equipment required to support learning objectives

Please give details of  
available resources on the 
form in the box provided

9.3
Assessment is carried out by occupationally competent, 
accredited staff who are adequately supported to fulfil their 
responsibilities 

Through CVs and additional 
information supplied in the 
box provided

9.4
An appropriate range of  assessment methods is used (for 
BTEC please supply assessment material for 1mandatory  
core unit)

Supplied assessment 
materials for 1 Core Unit in 
the case of  BTEC and details 
in the box provided

9.5
There is sufficient time, resources and authority for staff to 
perform their roles and responsibilities effectively

Declaration only unless 
evidence specifically 
requested

9.6
A system is in place to ensure professional development for 
staff delivering qualification(s) covered in this application

Declaration only unless 
evidence specifically 
requested

9.7
The centre has the appropriate Health and Safety policies 
for the equipment used to support learners in the 
qualifications covered in this application

Declaration only unless 
evidence specifically 
requested

The Qualification Criteria are drawn from the Regulatory arrangements for the 
Qualifications and Credit framework, 2008. Evidence will need to be submitted or seen 
for each criterion.

Section 10 (Agreement)
The declaration is a requirement of  our Regulators for centre approval to be granted. 
Failure to provide accurate information or abide by the agreement will result in approval 
being withdrawn. Please read through this thoroughly before signing.

Signature

The declaration must be signed by the Head of  Centre, i.e. Principal, Chief  Executive 
or Head of  Organisation who has overall responsibility for the quality assurance of  the 
programmes(s). The email address of  the Head of  Centre may be used as an alternative 
to this signature, the use of  which must be authorised by the Head of  Centre.
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Useful Contacts and Information

Please refer to the following documents when completing this application:

Edexcel 

	 Edexcel Information Manual 

	 Edexcel Policy Documents

	 Edexcel

	 BTEC

	 Work based Learning (WBL)

The Office of the Qualifications and Examinations Regulator (Ofqual)

	 Ofqual

	 Regulatory Arrangements for the Qualification and Credit Framework

	 Register of  Regulated Qualifications

Joint Awarding Body guidance

	 Joint Awarding Body Guidance on Internal Verification 

United Kingdom Borders Agency

	 Tier 4 

Scottish Qualification Authority (SQA)

	 SQA 

For general information or advice please telephone Edexcel customer services on 0844 
576 0026 or contact your allocated sponsor.
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Annex A (Further Guidance On Sections 3 And 4)

Please note any policies contained within this document are generic examples only. 
Your own policies can be based on these but should reflect your circumstances and the 
qualifications you wish to deliver.

Criterion 3.2

1	I nternal Quality Assurance
Each centre is asked to appoint a member of  staff as the Quality Nominee (QN), who 
acts as the main point of  contact between Edexcel and the centre for the quality assurance 
process. The QN should be someone who has the capacity and authority to act for the 
centre. They must be IT enabled, as Edexcel now provides all information, including details 
about the appointment of  Standards Verifiers, Quality Reviewers, and quality reports 
electronically to centres. The QN will also need to liaise with the appropriate internal staff 
including Programme Leaders to ensure that Edexcel appointed Standards Verifiers and 
Quality Reviewers are able to carry out their Quality Assurance role.

The Role of the Quality Nominee

	� Ensure the accuracy of  centre programme listings and monitor approvals (including 
expiry dates).

	� Monitor registrations against approved Edexcel programmes.

	� Ensure that up-to-date centre contact email addresses are made available to Edexcel.

	� Liaise with Programme Leaders and Lead Internal Verifiers to co-ordinate the internal 
verification of  Edexcel programmes.

	� Ensure that programme teams are briefed about expectations regarding Edexcel 
quality assurance processes. This includes requirements for Quality Review and 
Development (QRD) protocols, the role of  the Centre Quality Reviewer, Regional 
Quality Manager, customer service and contacts to support centres.

	� Ensure that all Edexcel information relating to QRD is passed on to the relevant Lead 
Internal Verifiers and Programme Leaders.

	� Liaise with the Quality Reviewer to organise the QRD visit, and ensure that the 
programme team respond to the QRD requirements, including the monitoring of  
QRD reports and management of  follow up action and recommendations.

	� Liaise with the Edexcel Regional Quality Manager.

	� Ensure documents and other evidence for the QRD visit clearly shows how quality 
assurance is maintained through quality processes within all qualifications and subject 
sectors delivered at the centre.
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	 Liaise with Edexcel Vocational Assessment about general operational issues.

	 Ensure parity of  provision across all Edexcel programmes and at all sites.

The Quality Nominee and Promoting Good Practice
The QN should ensure the effective management of  Edexcel programmes and actively 
encourage and promote good practice across programmes. Such quality improvement can 
be achieved by a variety of  methods including:

	� implementation of  Edexcel Vocational Qualification Forums to disseminate good 
practice across programme teams within the centre relating to delivery and 
assessment.

	� iimplementation and maintenance of  effective processes and records for Edexcel 
programmes.

	� ithe briefing of  programme teams relating to changes in Edexcel programmes and 
processes.

	� iQRD report form monitoring. 

An exemplar Quality Assurance policy is provided below for your reference:

Quality Assurance Policy
Aim:	 To ensure that our learners are at the centre of all our activities.
		  To ensure we offer an effective and high quality education
		  To develop the principles of lifelong learning and independent study.
		�  To ensure that there are centre level checks in place to maintain the standard of  

quality delivery and assessment upon which the centre gained approval to deliver 
Edexcel qualifications.

In order to do this, the centre will, under the supervision of  ****, our Quality Nominee:

	� iEnsure there is an internal process in place to monitor the delivery of  taught 
programmes, in order to confirm that there is consistency and that the quality meets 
the Edexcel standard.

	� iProvide and implement a Registration and Certification Policy, which describes the 
centre procedures to ensure that:

	 ◦	�� individual learners are registered to the correct programme within agreed timescales
	 ◦	�� valid learner certificates are claimed within agreed timescales
	 ◦	�� there is a secure, accurate and accessible audit trail, which allows individual 

learner registration and certification claims to be tracked to the certificate issued 
for the learner
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	� Provide and implement an Assessment Policy, which describes the centre procedures 
to ensure that:

	 ◦	� assessment methodology is valid, reliable and does not advantage or disadvantage 
any group of  learners or individuals

	 ◦	� there is accurate and detailed recording of  assessment decisions.
	 ◦	� the assessment procedure is open, fair and free from bias, and meets the Edexcel 

standard.

	� Provide and implement an Internal Verification Policy, which describes the centre 
procedures to ensure that:

	 ◦	� there is an accredited Lead Internal Verifier for each programme subject area
	 ◦	� internal verification is valid, reliable and covers all assessors and programme 

activities
	 ◦	� there is accurate and detailed recording of  internal verification decisions
	 ◦	� the internal verification procedure is open, fair and free from bias, and meets the 

Edexcel standard

	� Provide and implement an Appeals Policy, which describes the centre procedures that:

	 ◦	� enables learners to enquire, question or appeal against an assessment decision.
	 ◦	� attempts to reach agreement between the learner and the assessor at the earliest 

opportunity 
	 ◦	� standardises and records any appeal
	 ◦	� facilitates a learner’s ultimate right of  appeal to the awarding body, where 

appropriate. 
	 ◦	� protects the interests of  all learners and the integrity of  the qualification. 
	 ◦	� is open, fair and free from bias, and meets the Edexcel standard

	� Provide and implement an Assessment Malpractice Policy, which describes the centre 
procedures that:

	 ◦	� identifies and minimises the risk of  malpractice by staff or learners.
	 ◦	� responds to any incident of  alleged malpractice promptly and objectively.
	 ◦	� standardises and records any investigation of  malpractice 
	 ◦	� ensures that malpractice procedure is open, fair and free from bias, and meets the 

Edexcel standard
	 ◦	� imposes appropriate penalties and/or sanctions on learners or staff where 

incidents (or attempted incidents) of  malpractice are proven.
	 ◦	� protects the integrity of  the centre and Edexcel qualifications.

	� Ensure there is an internal mechanism to audit all quality assurance procedures, 
identify areas for improvement and provide feedback of  audit outcomes.

	� Ensure that SMART objectives are set to rectify any issues with the quality process to 
assure an ongoing adherence to the Edexcel centre and qualification approval criteria.

This policy will be reviewed every *** months by ***
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2	H ealth & Safety
The centre has a process for ensuring that any equipment or accommodation used for 
the purposes of  assessment complies with relevant health and safety and other regulatory 
requirements.

An exemplar Health & Safety policy is provided below for your reference:

Health and Safety Policy
Aim:	� To ensure that health and safety is given adequate consideration during all 

activities.
		�  To ensure that staff, learners, visitors, contractors and other employees 

understand that they have a legal obligation to themselves and each other, 
regarding health and safety.

		�  In order to do this, the following rules and procedures must be followed at all 
times whilst at **This Centre**.

1	� Any requirement served in writing by **This Centre** in connection with Health and 
Safety regulations or procedures must be followed immediately.

2	� Persons must not compromise the safety or welfare of  others whilst on the premises 
of  **This Centre**.

3	� If  the fire alarm sounds, persons must immediately evacuate all buildings, unless 
previously warned of  a test.

4	� Persons must not tamper or interfere with any fire detection or fire fighting 
equipment, or do anything else which may prejudice the validity of  **This Centre’s** 
fire insurance policies.

5	� Persons are advised that it is against the law to smoke anywhere on **This Centre’s** 
premises.

**This Centre** is committed to providing a safe and pleasant working environment and 
will ensure the health and safety of  all persons who may be affected by our activities by:

	� monitoring the safety performance of  contractors who work for us.

	� conducting annual audits to ensure health and safety control measures and emergency 
procedures are in place and are effective, properly used, monitored and maintained

	� conducting annual risk assessments in order to identify and minimise the effect of  
potential hazards 

	� providing information, instruction, training and supervision to ensure that all persons 
are informed of  any associated risks and are competent to supervise or undertake 
activities required 
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	� providing adequate and appropriate buildings, equipment and facilities to comply with 
legislation to ensure welfare at work, and any additional requirements of  Edexcel

	� keeping all buildings, equipment and facilities provided or owned by **This Centre** 
maintained in good working order to meet or exceed any relevant regulatory standard

	� consulting with staff and learners in matters that effect their health and safety

	� Implementing systems of  work that are safe and where there are risks to health these 
are controlled.

	� keeping up to date with best practice in relation to health and safety and complying 
with all relevant legislation and authoritative guidance

3	E qual Opportunities
Every approved centre must have an equal opportunities policy and a strategy for 
monitoring and reviewing, to encompass: 

	 access to assessment and learning

	 prevention of  discrimination

	 provision for learners with particular requirements

	 a mechanism for dealing with learner appeals

It is essential that centres recruit with integrity and fully explore with applicants any issues 
which may prevent them from achieving areas of  their proposed qualification. Centres 
should assess each applicant’s potential and make a judgement about their ability to 
achieve the qualification or individual units successfully. 

For BTEC qualifications, centres should refer to the full BTEC Guidelines and Unit 
Specifications for the particular BTEC title when giving advice to prospective learners. 

For NVQs, centres should refer to the appropriate Occupational Standards, the Evidence 
Requirements and, where available, the Assessment Strategy for the particular NVQ title 
when giving advice to potential learners. 

As part of  this process, centres should advise learners if  there is a more appropriate 
qualification, or if  they would only be likely to achieve unit certification rather than the full 
qualification.

For further information on equal opportunities and the Disability Discrimination Act, visit 
the Equality and Human Rights Commission website.

www.equalityhumanrights.com

Guide to Vocational Approval Form
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4	S pecial Consideration and Reasonable Adjustment
Detailed guidance on this subject is provided at:
http://www.edexcel.com/Policies/Documents/Appeals%2004-07.pdf

and a copy of  Edexcel’s own policy at:
http://www.edexcel.com/iwantto/I%20want%20to%20%20Tasks/RA%20and%20SC%20
06-12%20Reasonable%20Adjustment%20and%20Special%20Considerations%20Policy.pdf

These documents may prove useful for compiling your own Special Consideration and 
Reasonable Adjustment Policy.

All centres should note that Edexcel will consider an appeal from a centre only after the 
centre’s own internal appeals process has been exhausted.

Criterion 3.3

Malpractice
The centre should provide a written copy of  its malpractice policy. This should cover:

	� definitions of  malpractice

	� how the centre intends to manage any incidents of  malpractice on behalf  of  learners, 
staff or anyone else involved in the assessment of  Edexcel programmes

	� who would be responsible for monitoring any investigation

	� the outcome and resolution process

	� the procedure for alerting Edexcel in the event of  any severe breach of  assessment

An exemplar Malpractice policy is provided below for your reference:

Assessment Malpractice Policy
Aim:	� To identify and minimise the risk of  malpractice by staff or learners.
		�  To respond to any incident of  alleged malpractice promptly and  objectively.
		�  To standardise and record any investigation of  malpractice to ensure openness 

and fairness. 
		�  To impose appropriate penalties and/or sanctions on learners or staff where 

incidents (or attempted incidents) of  malpractice are proven.
		�  To protect the integrity of  the centre and BTEC qualifications.

In order to do this, the centre will:

	� Seek to avoid potential malpractice by using the induction period and the student 
handbook to inform learners of  the centre’s policy on malpractice and the penalties 
for attempted and actual incidents of  malpractice.
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	� Show learners the appropriate formats to record cited texts and other materials or 
information sources.

	� Ask learners to declare that their work is their own.

	� Ask learners to provide evidence that they have interpreted and synthesised 
appropriate information and acknowledged any sources used.

	� Conduct an investigation in a form commensurate with the nature of  the malpractice 
allegation. Such an investigation will be supported  by the Head of  Centre / Principal 
/ CEO and all personnel linked to the allegation. It will proceed through the following 
stages:

1	 ***
2	 ***
3	 ***

	� Make the individual fully aware at the earliest opportunity of  the nature of  the alleged 
malpractice and of  the possible consequences should malpractice be proven.

	� Give the individual the opportunity to respond to the allegations made.

	� Inform the individual of  the avenues for appealing against any judgment made.

	� Document all stages of  any investigation.

Where malpractice is proven, this centre will apply the following penalties / sanctions:

1	 ***
2	 ***
3	 ***

Definition of Malpractice by Learners
This list is not exhaustive and other instances of  malpractice may be considered by this 
centre at its discretion:

	� Plagiarism of  any nature.

	� Collusion by working collaboratively with other learners to produce work that is 
submitted as individual learner work.

	� Copying (including the use of  ICT to aid copying).

	� Deliberate destruction of  another’s work.

	� Fabrication of  results or evidence.

	� False declaration of  authenticity in relation to the contents of  a portfolio or 
coursework.
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	� Impersonation by pretending to be someone else in order to produce the work for 
another or arranging for another to take one’s place in an assessment/examination/
test.

Definition of Malpractice by Centre Staff
	� Improper assistance to candidates.

	� Inventing or changing marks for internally assessed work (coursework or portfolio 
evidence) where there is insufficient evidence of  the candidates’ achievement to justify 
the marks given or assessment decisions made.

	� Failure to keep candidate coursework/portfolios of  evidence secure.

	� Inappropriate retention of  certificates.

	� Assisting learners in the production of  work for assessment, where the support 
has the potential to influence the outcomes of  assessment, for example where the 
assistance involves centre staff producing work for the learner.

	� Producing falsified witness statements, for example for evidence the learner has not 
generated.

	� Allowing evidence, which is known by the staff member not to be the learner’s own, 
to be included in a learner’s assignment/task/portfolio/coursework.

	� Facilitating and allowing impersonation.

	� Misusing the conditions for special learner requirements, for example where learners 
are permitted support, such as an amanuensis, this is permissible up to the point 
where the support has the potential to influence the outcome of  the assessment.

	� Falsifying records/certificates, for example by alteration, substitution, or by fraud.

	� Fraudulent certificate claims, that is claiming for a certificate prior to the learner 
completing all the requirements of  assessment.

This policy will be reviewed every *** months by ***.

Detailed guidance on this subject is provided at: 
http://www.edexcel.com/Policies/Documents/amended_Malpractice_18_05_06_Final.pdf
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Criterion 3.4

Appeals
The appeals procedure should include three internal stages, indicate the grounds for an 
assessment decision appeal and how the appeal will be handled

An exemplar Appeals policy is provided below for your reference:

Appeals Policy
Aim:	� To enable the learner to enquire, question or appeal against an assessment 

decision.
		�  To attempt to reach agreement between the learner and the assessor at the 

earliest opportunity.
		�  To standardise and record any appeal to ensure openness and fairness.
		�  To facilitate a learner’s ultimate right of  appeal to the awarding body, where 

appropriate.
		�  To protect the interests of  all learners and the integrity of  the qualification.

In order to do this, the centre will:

	� Inform the learner at induction, of  the Appeals Policy and procedure.

	� Record, track and validate any appeal.

	� Forward the appeal to the awarding body when a learner considers that a decision 
continues to disadvantage her/him after the internal appeals process has been 
exhausted.

	� Keep appeals records for inspection by the awarding body for a minimum of  18 
months.

	� Have a staged appeals procedure.

	� Take appropriate action to protect the interests of  other learners and the integrity 
of  the qualification, when the outcome of  an appeal questions the validity of  other 
results.

	� Monitor appeals to inform quality improvement.

This policy will be reviewed every *** months by ***.

All centres should note that Edexcel will consider an appeal from a centre only after the 
centre’s own internal appeals process has been exhausted.
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Criterion 3.5

Assessment Review
An exemplar Assessment policy is provided below for your reference:

Assessment Policy
Aim:	� To ensure that assessment is valid, reliable and does not advantage nor 

disadvantage any group of  learners or individuals.
		�  To ensure that the assessment procedure is open, fair and free from bias, and 

meets the Edexcel standard.
		�  To ensure that there is accurate and detailed recording of  assessment decisions.

In order to do this, the centre will, under the supervision of  ****, our Quality Nominee:

	� Ensure that learners are provided with assignments that are fit for purpose, to enable 
them to produce appropriate evidence for assessment.

	� Assess learner’s evidence using only the published assessment and grading criteria.

	� Ensure that assessment decisions are impartial, valid and reliable.

	� Not limit or ‘cap’ learner achievement if  work is submitted late.

	� Develop assessment procedures that will minimise the opportunity for malpractice.

	� Maintain accurate and detailed records of  assessment decisions.

	� Maintain a robust and rigorous internal verification procedure.

	� Provide samples for Standards Verification as required by Edexcel.

	� Monitor Standards Verification reports and undertake any remedial action required.

	� Share good assessment practice between all programme teams.

	� Ensure that assessment methodology and the role of  the assessor are understood by 
all staff.

	� Provide resources to ensure that assessment can be performed accurately and 
appropriately.

This policy will be reviewed every *** months by ***.

Criterion 3.6 and 4.7

Staff Effectiveness
Centres must demonstrate that there is enough staff expertise to teach, assess and 
internally verify the work of  the number of  learners the centre hopes to recruit.

22

Guide to Vocational Approval Form



Provide the following:

	� A staff list/organisation chart showing tutors, assessors and internal verifiers for each 
unit/qualification.

	� a named Programme Leader for each programme.

	� CVs for all staff involved in the programmes 

	� CVs should:
	 ◦	� show relevant sector experience
	 ◦	� show relevant teaching experience
	 ◦	� be authenticated by copies of  relevant certificates
	 ◦	� match the staff list/organisation chart

	� a Job Description for all roles in case additional staff need to be recruited

Additional Requirements:

	� indicate how the centre will ensure that all members of  the programme team are 
aware of  the requirements associated with the operation of  the programme.

	� it may be beneficial for Programme Leaders to attend an awarding body training 
session on outcome based assessment.

Criterion 3.8 and 4.1

Recognition of Prior Learning
Where appropriate, the centre has in place a process to allow for recognition of  prior 
learning (RPL)

The centre has a system in place to allow the accumulation and transfer of  credits.

The centre has a system in place to record exemptions.

When given permission by a learner, the centre has a process for using previous 
achievement recorded in their learner record to maximise opportunities for credit transfer 
and exemptions.

NB: an exemption occurs when a candidate achieves a full award without meeting the 
requirement for mandatory, optional or other units by gaining credit for certificated 
achievement outside of  the QCF framework. For an exemption to occur, the certified 
achievement must be deemed to be of  equivalent value to the QCF unit.

Detailed guidance on this subject is provided at: 
http://www.edexcel.com/Policies/Documents/RPL%20march09%20vn1.2.pdf
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Criterion 4.6

Learner Tracking
Attendance Qulification Code

BTEC CU769

Units
Year 1 Absences Attendence Start Date Code Value Level End Date
Term 1 AM PM AM PM AM PM AM PM AM PM 06/09/2010 20948A 2 2 15/10/2010

eifireV yllanretnIrossessAkraM lanigirO%00.0010PPPPPPP1 keeW dInternal VeGrade
D###%08***%081 tnemengissA%00.0010PPPPPPP2 keeW
D***%272 tnemengissA%00.0010PPPPPPP3 keeW
M***%963 tnemengissA%17.581PPAPPPP4 keeW

Week 5 P P P P P P P 0 100.00%
Week 6 P P P P P P P 0 100.00%

1 97.62%
Term 2 01/11/2010 20949A 2 2 10/12/2010

eifireV yllanretnIrossessAkraM lanigirO%00.0010PPPPPPP7 keeW dInternal VeGrade
D***%484 tnemengissA%00.0010PPPPPPP8 keeW
M***%165 tnemengissA%00.0010PPPPPPP9 keeW

Week 10 P A P P P P P 1 85.71%
Week 11 P P P P P P P 0 100.00%
Week 12 P P P P P P P 0 100.00%

1 97.62%
Term 3 10/01/2011 20951A 3 2 18/02/2011

eifireV yllanretnIrossessAkraM lanigirO%00.0010PPPPPPP31 keeW dInternal VeGrade
Week 14 P P P P P P P 0 100.00% Assingment 6 51% *** 50% ### P
Week 15 P P P P P P P 0 100.00%
Week 16 P P P P P P 0 100.00%
Week 17 P P P P P P P 0 100.00%
Week 18 P P P P P P P 0 100.00%

0 100.00%
Term 4 07/03/2011 20946A 2 2 15/04/2011

eifireV yllanretnIrossessAkraM lanigirO%00.0010PPPPPPP91 keeW dInternal VeGrade

M T TW

Science, Technology, Engineering and Maths Leadership Skills (QCF)
Award Title

F
Learning With Colleagues And Other Learners

Unit Title

Comment

Comment

Comment

Developing Personal Skills For Leadership

Working In A Team

Communicating Solutions To Others

Comment

Criterion 4.8

Resources
Please provide a quantitative list of  the following: 

	� teaching areas with estimated capacities

	� study areas with estimated capacities

	� books

	� periodicals

	� computing resources (hardware and software)

	� technical resources (projectors, printers, photocopiers, TVs, cameras etc)

	� specialist equipment

	� other required physical resources

Additional Requirements:

	� Confirm that the number of  resources available are sufficient to cover the number of  
learner numbers the centre hopes to recruit.

	� Any resources to be purchased should be listed with a timeframe for procurement.

The centre should clarify how learners will access resources at each site.
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Criterion 4.9

Internal Verification Policy
An internal verification framework should:

	� be relevant to the award structure

	� identify the purpose of  internal verification activity

	� check and record that the criteria in the assessment material meet those specified in 
the qualification  

	� plan which learner work will be internally verified

	� specifically record the outcomes of  verification (agreement/disagreement with 
original assessment) and provide feedback on assignment design and assessment 
decisions to Programme Leaders and assessors.

An exemplar Internal Verification policy is provided below for your reference:

Internal Verification (IV) Policy
Aim:	� To ensure there is an accredited Lead Internal Verifier in each programme subject 

area
		�  To ensure that IV is valid, reliable and covers all assessors and programme activity.
		�  To ensure that the IV procedure is open, fair and free from bias, and meets the 

Edexcel standard.
		�  To ensure that there is accurate and detailed recording of  IV decisions.

In order to do this, the centre will ensure

	� Lead internal verifiers for each programme subject area are Edexcel accredited 
following the successful completion of  the online standardisation of  centre assessors 
(OSCA2)

	� that each Lead Internal Verifier oversees an effective internal verification policy within 
each programme subject area by monitoring that

	� staff are briefed and trained in the requirements for current internal verification 
procedures. 

	� effective internal verification roles are defined, maintained and supported.

	� internal verification is promoted as a developmental process between staff.

	� standardised IV documentation is provided and used

	� all centre assessment instruments are verified as fit for purpose.
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	� an annual internal verification schedule, linked to assignment plans is in place. 

	� an appropriately structured sample of  assessed work from all programmes, sites and 
teams is verified, to ensure centre programmes conform to national standards and 
standards verification requirements.

	� identified staff maintain secure records of  all internal verification activity.

	� the outcome of  internal verification is used to enhance future assessment practice.

This policy will be reviewed every *** months by ***.

Post approval – Next Steps

Below are a few links to help you on your way once you have been granted approval. 
We will automatically send you a hard copy Information Manual which gives a detailed 
breakdown of  the administrative procedures relating to working with us. This is available 
on the website in the meantime.

We have a number of  online and face to face training events, many of  which are  at no 
cost, so please take advantage using the Training from Edexcel link below.

Quality Assurance
Once you have made your first registrations the Quality Assurance process will be 
initiated. For details of  Quality Assurance including Standards Verifier visits for BTEC 
Apprenticeships and NVQs as well as Quality Review and Development and OSCA2 
please click here.

Edexcel Online
Is the secure website primarily used for the administration of  your 
learners and programmes. To get your username and password please 
call 0844 576 0024. www.edexcelonline.co.uk

Edexcel Publications 
Offer a dedicated comprehensive suite of resources to support 
our specifications. 
www.edexcel.com/resources/publications/Pages/home.aspx
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Work Based Learning
For information on the products available to and support for our 
Employer and Training Provider centres.  www.pearsonwbl.com 

Training from Edexcel
For details of  the wide range of  available training courses. 
www.edexcel.com/resources/training/Pages/Home.aspx.

If  you wish to use the Edexcel logo on any publicity materials or stationery, please contact 
brand@edexcel.com remembering to include your centre number.

Ask the Expert
Has been designed to answer your subject specific queries 
quickly and efficiently, details here.

www.edexcel.com/iwantto/Pages/asktheexpert.aspx

Educational books, software and online resources supporting our 
qualifications. www.pearsonschoolsandfecolleges.co.uk
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